National Archives and Records Administration

NARA may request the agency to with-
draw the item(s) from consideration, if
the agency is unable to offer sufficient
clarification.

(2) If NARA and the agency cannot
agree on the retention period for an
item(s), the items(s) may be with-
drawn. In these cases, the agency will
submit an SF 115 with a revised pro-
posal for disposition within 6 months of
the date of the approval of the original
SF 115.

[55 FR 27429, July 2, 1990, as amended at 57
FR 22432, May 28, 1992]

§1228.32 Request to change disposi-
tion authority.

(a) Agencies desiring to change the
approved retention period of a series or
system of records shall submit an SF
115. Disposition authorities contained
in an approved SF 115 are automati-
cally superseded by approval of a later
SF 115 applicable to the same records
unless the later SF 115 specified an ef-
fective date. Agencies submitting re-
vised schedules shall indicate on the
SF 115 the relevant schedule and item
numbers to be superseded, the citation
to the current printed records disposi-
tion schedule, if any, and/or the Gen-
eral Records Schedules and item num-
bers that cover the records.

(b) Agencies proposing to change the
retention period of a series or system
of records shall submit with the SF 115
an explanation and justification for the
change. The need to retain records
longer than the retention period speci-
fied in the disposition instructions on
an approved SF 115 for purposes of
audit, court order, investigation, liti-
gation, study, or any other administra-
tive purpose that justifies the tem-
porary extension of the retention pe-
riod shall be governed by the proce-
dures set forth in §1228.54. Agencies
shall not submit an SF 115 to change
the retention period in such cases.

(c) Agencies must secure NARA ap-
proval before changing the provision in
a disposition instruction that specifies
the period of time that permanent
records will remain in agency legal
custody prior to transfer to the Na-
tional Archives of the United States.

[61 FR 19554, May 2, 1996; 61 FR 24702, May 16,
1996, as amended at 64 FR 67665, Dec. 2, 1999]

§1228.42

Subpart C—General Records
Schedules

SOURCE: 55 FR 27430, July 2, 1990, unless
otherwise noted.

§1228.40 Authority.

The Archivist of the United States
issues schedules authorizing disposal,
after specified periods of time, of tem-
porary records common to several or
all agencies of the U.S. Government.
General Records Schedules authorize
the destruction of records after the
stated retention period expires. Appli-
cation of the disposition instructions
in these schedules is mandatory (44
U.S.C. 3303a), provided an agency has
not already received disposition au-
thority from NARA.

[67 FR 31962, May 13, 2002]

§1228.42 Applicability.

(a) Agencies must apply GRS author-
izations except as provided in para-
graphs (b) or (c) of this section. Agen-
cies must not include on SFs 115
records covered by the GRS unless a
different retention period is requested,
as specified in paragraph (c) of this sec-
tion.

(b) Agencies may apply either the
disposition instructions in a new or re-
vised GRS or the disposition instruc-
tions previously approved by NARA in
an agency schedule for the same series
or system of records, unless NARA in-
dicates that the new GRS disposition
instruction must be applied without
exception. The authority chosen by the
agency must be applied on an agency-
wide basis. The agency must notify
NARA within 90 days of the date of the
GRS change if it intends to continue
using the agency schedule.

(c) Except as provided in paragraph
(b) of this section, agencies that wish a
different retention period must request
an exception to the GRS by submitting
an SF 115 in accordance with §1228.30
accompanied by a written justification
for the different retention period.

(d) Provisions of the General Records
Schedules may be applied to records in
the custody of the National Archives at
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§1228.44

NARA'’s discretion subject to the provi-
sions of §1228.282.

[55 FR 27430, July 2, 1990, as amended at 67
FR 31962, May 13, 2002; 67 FR 47701, July 22,
2002]

§1228.44 Current schedules.

The following General Records
Schedules governing the disposition of
records common to several or all agen-
cies were developed by the National Ar-
chives and Records Administration
after consultation with other appro-
priate agencies. They have been ap-
proved by the Archivist of the United
States.

SCHEDULE NUMBER AND TYPE OF RECORDS
GOVERNED

1. Civilian Personnel Records.

2. Payrolling and Pay Administration
Records.

3. Procurement, Supply and Grant Records.

4. Property Disposal Records.

5. Budget Preparation, Presentation, and
Apportionment Records.

6. Accountable Officers’ Accounts Records.

7. Expenditure Accounting Records.

8. Stores, Plant, and Cost Accounting
Records.

9. Travel and Transportation Records.

10. Motor Vehicle Maintenance and Oper-
ation Records.

11. Space and Maintenance Records.

12. Communications Records.

13. Printing, Binding, Duplication, and Dis-
tribution Records.

14. Information Services Records.

15. Housing Records.

16. Administrative Management Records.

17. Cartographic, Aerial Photographic, Ar-
chitectural, and Engineering Records.

18. Security and Protective Services
Records.

19. RESERVED.

20. Electronic Records.

21. Audiovisual Records.

22. Inspector General
DRAWN).

23. Records Common to Most Offices With-
in Agencies.

[55 FR 27430, July 2, 1990, as amended at 66
FR 27027, May 16, 2001]

Records (WITH-

§1228.46 Availability.

The GRS and instructions for their
use are available from NARA (NWM).
The Archivist of the United States dis-
tributes new schedules and schedule re-

36 CFR Ch. XII (7-1-05 Edition)

visions under sequentially numbered
GRS transmittals.

[55 FR 27430, July 2, 1990, as amended at 63
FR 35829, July 1, 1998]

Subpart D—Implementing
Schedules

SOURCE: 55 FR 27431, July 2, 1990, unless
otherwise noted.

§1228.50 Application of schedules.

The application of approved sched-
ules is mandatory (44 U.S.C. 3303a). The
Archivist of the United States will de-
termine whether or not records may be
destroyed or transferred to the Na-
tional Archives. If the Archivist ap-
proves the request for disposition au-
thority, NARA will notify the agency
by returning one copy of the completed
SF 115. This shall constitute manda-
tory authority for the final disposition
of the records (for withdrawal of dis-
posal authority or the extension of re-
tention periods, see §§1228.52 and
1228.54). The authorized destruction
shall be accomplished as prescribed in
§1228.58. The head of each Federal
agency shall direct the application of
records schedules to ensure the agency
maintains recorded information nec-
essary to conduct Government busi-
ness, avoid waste, and preserve perma-
nent records for transfer to the Na-
tional Archives. The agency head shall
take the following steps to ensure
proper dissemination and application
of approved schedules:

(a) Issue an agency directive incor-
porating the disposition authorities ap-
proved by NARA, i.e., SF 115s (except
for one-time authorities covering non-
recurring records) and the General
Records Schedules. Also include non-
record materials with disposition in-
structions developed by the agency.
Once all records and nonrecord mate-
rials are included, this document is the
agency’s comprehensive schedule.
Agencies may also issue other direc-
tives containing instructions relating
to agency records disposition proce-
dures.

(1) Published schedules contain dis-
position authorities granted by NARA
for records that the agency continues
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